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TOPICS

1. Job Data, Payroll, Time, and Leave Relationship
« Overview
- HIP Data Flow
- Job Data tabs
- Data Security
« Department ID Structure
- Approval Routing
« Maintain Reports To
- Pending Approvals

- Delegations
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Job Data, Payroll, Time, and Leave Relationship

- The State of Hawaii utilizes the Oracle PeopleSoft Human Capital Management
(HCM) software suite, which is made up of many applications.

- The current applications in use are for HR, payroll, time, and leave. This collective
system is also known as the Hawaii Information Portal (HIP).

- The different applications are meant to integrate with each other and allows data
values that exist on the HR side to be used for various part of payroll, time, and
leave processing.

- The pay dates determine the deadline schedule, and information that exists as of
the time payroll processes is what is utilized for payroll.

« HIP Data Flow: https://ags.hawaii.cov/hip/files/2022/11/HIP-Data-Flow.pdf

- Relationship details: https://ags.hawaii.gov/hip/files/2022/11/lob-Data-Payroll-
Time-and-Leave-Relationship.pdf
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Work
Location Tab

Empl Record
Effective Date
HR Status
Payroll Status
Action/Reason
Job Indicator

Override
Position Data

Department

Work Location Job Information

Employee

Job Labor

Payraoll Salary Flan Compensation Hi Exec Job

Empl 1D

e Empl Record 0

Job Eamings Distribution

The Department Payroll User may also edit this tab.

Work Location Details (7 o Find First (4) 10f1 (b La
e 3]
o Effective Date | 10/01/2022 E HR Status Active o Payroll Active | GoToRow |
‘N Status
~ * i i
Effective 0 \r‘ #J Job Indlcator| Primary Job w |
Sequence o R - o
o *Action| Pay Rate Change v |
*Reason | NewSalarySchedule v |
Current ]
Position Number Q, Secretary Il Legal Authority
o Override Position Data
Position Entry Date
Position Management Record P
) 233 characters remaining
Regulatory Region grqpp State of Hawaii Job Comments
Company gon State of Hawaii
Business Unit graTE State of Hawaii
o Department 710000 Department Division A
Department Entry Date 3452020 P
170 characters remaining
Hawaii Org 1D
Location 0204 Date Created 00/24/2022
Establishment ID SOH [J EPAR Print
Exclude from Exec Branch $50: [
11/21/2022 4
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Data Security

- How it works: Supervisor's with employees directly reporting to his/her position, will require
Time and Labor Manager role. They will have access to their employee's timesheet if the
Department of the employee falls within range of the supervisor’s security access assignment.

- With this access they can review and approve reported time, overtime requests, and assign
employee schedules in the system. They will also be able to report or adjust time on behalf of
their employee.

- The ability to approve a request is different than what someone can see.

- If you are a supervisor needing access to HIP, please work with your HR office and use the
following link to complete the ETS-304 form: ETS-304: HIP Security Access Request Form

« Queries for data security: Key TL Roles - HIP_TL_USER_SECURITY & All HIP Roles —
HIP_USER_SECURITY_ALL
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https://docs.google.com/forms/d/e/1FAIpQLSdBn_vtESRUl0jMqCTfW0DaTObLafDLbrSI3i-TMqU0n2necw/viewform

Department ID Structure

« Path: Main Menu > Workforce Administration > SOH Reports > Department by ORG ID/Code

« Click on Department Tree Viewer hyperlink.

- Then select the Branch for this example we will use Executive Branch

Favorites ¥ Main Menu ¥ > Workforce Administration ¥ > SOH Reports ¥ > Depariment by Org ID/Code

Display and Select TreeNodes

SetlD STATE Effective Date  07/01/2022
Tree Name DEPT_SECURITY

‘ Dept. ID by HI Org. ID/Code Collzpse All | Expand Al Find First Page '* 120f86512 ‘* Last Page

25 00001 - State of Hawaii

+* 1 00002 - Executive Branch
-5 00022 - Heallh HHSC

1 580000 - AUD

Please Enter Hawaii Org CD, Org ID or Dept ID

Org. ID | Q - (> 590000 - OMB
-~ 61 610000 - Jud
Org. Code | ‘ Departments Tree Viewer & T10000- Sente
"= 720000 - House of Representatives
| | 5 730000 - Legislative Reference Bureau
“Set ID | STATE Q Department ‘ Q ;

"= 810000 - Office of Hawaiian Affairs
: 930000 - County of Hawail
" [ 99999 - Null values for import

l Search l l Clear ]
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Department ID Structure Continued

[ 340000 - PSD
i 7 [= 00024 - Public Safety

The type of Role Level Security you have and the
Department ID structure that you are currently in will
determine the set of employee records that you
manage.

In this example we will use PSD:

340001

- PSD/OfcofDir
340015 -
340052 -
340060 -
340162 -
340179 -
340238 -
340288 -
340313 -
i - PSD/MarcEnf
= 240344 -

PSDV/Dep Dir Adm
PSD/DepDirCorr
P3D/fnstitutions
PSDASC
PSDICPS
PSD/HCD
PSDfCorr Ind
PSD/DpDrLawEnt

PSDiSherift

. 7 5 340345 - PSD/SherifiStaff Svcs Sec
i T = 340345 - PSDISherifiiDispatch Offc

« 340000 will see all under PSD n
« Sub department 340344 will see all under PSD/Sheriff's || eeem——
« Sub department 340347 will see all under ||| 240340 PSOISeniiOperBrPrgmSup

: {7 = 340350 - PSD/ShernifiiOperBr/SecuritySe

PS D/Sheriff/operBr L—ﬁ 340351 - PSD/SheriffiSpclOprins EE'B
« Sub department 340351 will see all under | 7 d032-PSDISheriiCanine Unt

PSD/Sheriff/SpclOprins
« Sub department 340355 will see only PSD/Sheriff/Clericl
SupStaf Un

State of Hawaii Internal Use Only — Not for Public Distribution

. " [ 340353 - PSD/SherifilOper/FugitveUn
.7 = 340354 - PSDISherifiPrisoner Transprt
. = 340355 - PSD/SherifiiClericl SupStaf Un

G 340356 -
G 340260 -
- G 340362 -
G 340264 -
G 340268 -
G 340371 -
- G 340373 -
- G 340376 -
U 340281 -
"B 340384 -

PSD/SherifiiRecords Sectn
PSD/ShernfiiCapitolPairol
PSDiShernifiiExecProtectvSec
PSD/ShernfiCircut Crt Se
PSD/Sherifi/Distrct Crt Se
PSD/SherifiiKapolei Cri Se
PSD/SherifilAirport Sec
PSD/SherifiiHawaii Section
F3D/SherifiiKauai Section
PSDiSherifiiMaui Sec
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Work Location Job Information Job Labor Payroll Salary Flan Compensation Hi Exec Job Job Eamings Distribution
(0]
° ey S Empl 1D
Information & ol Record o

Ta b Job Information Details (2 Find First (4
Effective Date 10/01/2022 Gol
Effective Sequence [ .“"*ﬁ Action Fay Rate Change
HR Status Active y, Reason MewSalarySchedule
My
Payroll Status Active ""'4-.. - Job Indicator Primary Job
. {
y
Sy
-,
S
e Job Code 01149 Secretary |l ~ o~
iy
Entry Date 07/01/2002 Sso
. oy
Supervisor Level Sy ~
-
Supervisor ID "“"n‘
a) JOb COde Reports To 00013700 Information Technolegy Band D 00000001 Supervisor Mame
Civil Service Membership | Permanent Member v | FulliPart Full-Time
b) Reports To *Empl Class | Permanent v | Officer Code None
Regular Shift Mot Applicable Shift Rate
Shift Factor
Standard Hours (7
e Standard Hours 40.00 Work Period W Weelkly
1.000000

° FTE
e FLSA Status

EED Class

USA
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Monexempt

Mone of the Above

Work Day Hours
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Approval Routing

- Time and Leave approvals in the system use the Reports To field on
Job Data > Job Information tab to find the appropriate approver

- The Reports To value is primarily based on the hierarchy set up in the
position data side

Work Location || |Job Information Job Labor || Payroll || Salary Plan || Compensation PAS || HiExecJob || Job Earnings Distribution
IIIIII
m ee Emp!
Job Inform Detail irst
Effec =0 e
Effective A Pa ate
ttttttttttt ea Adjustme
llllllllllllllllll Primary J
rrent
b C *Ge
Entry D
ervisor L
Supervisor ID
Reports To
rvice Membership [ Mon-mem| - art m
*Empl Class | Exempt ~ Offi e
I hift Mot Ap Shift Rate

Shift Factor

State of Hawaii Internal Use Only — Not for Public Distribution 11/21/2022




Approval Routing - Continued

- Workflow routing and vacancies in supervisor: https://ags.hawaii.gov/hip/files/2020/04/Update-Approval-Routing-BP.pdf

Update Approval Routing

Motify HR
—
3
(1)
—
g Advize Supervisor to
) =1 Use Delegation
= Reguest
(=]
]
=
=
Add row in Job Data BD_IIT:IECt HEPDHS_"
and COwerride . L i . Update Reports To
= : | run nightly to -t - .
Pasitio a to in Position Data
update the
upciate: Repnrks To approval routin
If change is necessary to revert e -l
to original reports to at a later
time, add a row and Use
Position Data to revert to
o position Reports To
= =
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https://ags.hawaii.gov/hip/files/2020/04/Update-Approval-Routing-BP.pdf

Approval Routing - Continued

- Sample Workflow: Based on your Org Structure

. Helpful Queries: >

« Approval Routing by Specific Employee -
HIP_TL EE_APRVL_WRKFLW_BY_EE

- Departmental Employee Approval Workflow Routing —
HIP_TL EE_APRVL_WRKFLW_ROUTING

State of Hawaii Internal Use Only — Not for Public Distribution

IF REFORTS TO IS BLANE WILL
ROUTE UP TO THE MEXT
SUPERVISOR AND S0 ON!

!

|
l

REPORTS TO SUPERVISOR

[

EMPLOYEE
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Maintain Reports To

« Run the approval error query HIP_TL_APPROVAL_ERRORS

- Make ticket to Reroute approvals

- Update the Reports to wherever necessary

« Run the missing reports to query HIP_TL_MISSING_REPORTS TO

« Run Reports to a Vacant Position query HIP_TL_REPORTS _TO_ VACANT

« Run Reports to Circular Reference query HIP_TL _REPORTS _TO_CIRCULAR_REF

State of Hawaii Internal Use Only — Not for Public Distribution 11/21/2022
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Pending Approvals

- Once something is submitted it routes to identified supervisor at

time of submission and stays pending on that approver until action is
taken.

- If something was already submitted and pending on the wrong
person a HIP ticket is needed to “reroute” the pending request.

State of Hawaii Internal Use Only — Not for Public Distribution 11/21/2022 13



Delegations

Supervisors can delegate responsibilities in the system to other managers above them
when unavailable to perform their time and leave duties.

It is recommended to delegate up the hierarchy to avoid self-approval situations.
Reminder: Delegations work only for Active employees

Resources:

How to Setup an Approval Delegation: https://ags.hawaii.gov/hip/for-supervisors/sup-
delegations/how-to-setup-an-approval-delegation/

How to Accept an Approval Delegation: https://ags.hawaii.gov/hip/for-supervisors/sup-
delegations/how-to-accept-an-approval-delegation/

Delegation Transaction List: https://ags.hawaii.gov/hip/files/2020/09/Delegation-Guide.pdf
Delegation Quick Guide: https://ags.hawaii.gov/hip/files/2021/02/Delegation-Quick-Guide.pdf

Accept Delegation as Proxy: https://ags.hawaii.gov/hip/files/2021/07/Proxy-accepts-approval-and-
exception-management-authority.pdf

State of Hawaii Internal Use Only — Not for Public Distribution 11/21/2022
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j O b Work Location Job Information Job Labor Payroll Salary Plan Compensation Hi Exec Job Job Eamings Distribution

Empl ID

) o o o
Information - el Record ¢
Job Information Details (2 Find First (4
Ta b Effective Date 10/01/2022 Sol
Effective Sequence 0 "’h ~ Action Pay Rate Change
e
HR Status Active ~ Reason MNewSalarySchedule
Sy
Payroll Status Active "’h - Job Indicator Primary Job
- (
y
S
~y
S
e Job Code 01149 Secretary |l ~
iy,
Entry Date 07/01/2002 s
. Sy
Supervisor Level oy ~
-
Supervisor 1D ~
¢) Standard P ~
Reports To 00013700 Information Technology Band D 00000001 Superisor Name
H ours Civil Service Membership | Permanent Member v | Eull/Part Full-Time
*Empl Class | Permanent v Officer Code None
d) FTE Regular Shift Mot Applicable Shift Rate
Shift Factor
e) FLSA Status Standard Hours (2
° Standard Hours 40.00 Work Period W Weekly
° FTE 1.000000
UsSA
e FLSA Status Monexempt Work Day Hours

EEOQ Class MNone of the Above

Useful Query: HIP_TL_FTE_PCT_VS_STD_HRS, HIP_TL_FTE_UNDER_1_NOT_APPLIED
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Job Labor
Tab

a) Union Code

| Work Location || Job Information || Job Labor || Bayroll || Salary Plan || Compensation || Hi Exec Job || Job Earnings Distribution

Empl ID
Employee Empl Record 0
Labor Information (7
Effective Date 10/01/2022
Effective Sequence 0 Action Pay Rafte Change
HR Status Active Reason MewSalarySchedule
Payroll Status Active Job Indicator Primary Job

Bargaining Unit

Position Management Record

o Union Code &3 Excl White Collar, Non-Supv
Union Date |01/16/1995 [#]
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Payroll Work Location || Job Information || Job Labaor ” Payroll || Salary Plan || Compensation || Hi Exec Job ” Job Earnings Distribution

. Empl 1D
Ta b Employee Empl Record
Payroll Information ¢ Find First (4) 10f22 (b Last
Effective Date 10/01/2022 | GoToRow
a) Payroll System
Effective Sequence [ Action Pay Rate Change
b) Absence System HR Status Active Reazon MNewSalarySchedule
Payroll Status Active Job Indicator Primary Job
c) Pay Group Current [J
o Cormrection/

d) Emponee Type Payroll System Payroll for Morth America Cancellation
e) Tax Location o Absence System | Absence Management | Comments o

Code ’:’ ! 234 characlers remaining

! Payroll for North America (¢
i FICA Status !
) I o Pay Group |[LAG Q, Exective Branch - LAG Holiday Schedule SOH
g) Payroll Number 1 Employee Type |5 I o salaried
"‘ o Tax Location Code |HIDO1 : C, Hawaii Tax Location FICA Status [ Subject o

h) Warrant LY GL Pay Type | *Payroll Number |M14 |J *Warrant Distribution | 055 |0 *ERS FICA Code HO | *ERS Group Code (11 |3

Distribution Combination Code I 9 o Edit ChartFields pdate DajpP19/24/2022 10:06:48AM

Absence Management System I

i) ERS FICA/Group *

Code o Pay Group |LAG @, State of Hawaii - LAG
. Setting
i) Pay Group o Eligibility Group |HI SV EG O, Sick Vacation EG

[[] use Pay Group Eligibility
k) Setting Use Pay Group Rate Type Exchange Rate Type Q
B4 use Pay Group As Of Date Use Rate As Of| hd

1) Eligibility Group
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Salary Plan

a) Salary Admin
Plan

State of Hawaii Internal Use Only — Not for Public Distribution

I Work Location || Job Information || Job Labor || FPayroll || Salary Plan ||_

Employee
Salary Plan Details | %

Effective Date 10/01/2022
Effective Sequence 0
HR Status Active
Payroll Status Active

o Salary Admin Plan[03 Q%
Grade|SR14 | @

Step M |3

Job Data Employment Data

11/21/2022
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Work Location Job Information Job Labor Payroll Salary Plan

Empl ID
Empl Record 0

Employee

Compensation Details (7

Compensation

Effective Date 10/01/2022
Effective Sequence 0
HR Status Active
Payroll Status Active

o Compensation Rate

FTE Adjusted Comprate
p Comparative Information (7

5,261.0000005F]
5,261.000000

a) Compensation
Rate

) Pay Rates (2
Default Pay Components

Pay Components (7

Compensation

Hi Exec Job Job Earnings Distribution

Find First (4) 10f1 (p) Last

Action Pay Rate Change
Reason MewSalarySchedule

Job Indicator Primary Job

Current m
o *Frequency MG, Monthly
Personalize | Find | G0 | [F§  First (0 1of1 (b Last

b) F re q u e n cy Amounts || Controls | Changes || Conversion | [F=¥
'o *Rate Code Seq Comp Rate Currency Frequency Percent FTE Adjusted Comprate
1 [NAANNL a 0 63,132.000000 |55 [USD aQ [A Q 63,132.000000| [#] [=]
c) Rate Code ®
Calculate Compensation
Current L
d) F re q u e n Cy Compensation Rate 5,261.0000000] “‘ *Frequency M3 Manthly
FTE Adjusted Comprate 5,261.000000 h‘
) Comparative Information (2 ""5‘
N
e) Calculate b PayRates (2 Snee
. Default Pay Components "'h..‘
Com pensatIOn Pa!‘r CDITIPDI"IEI'ItS 2 ;&‘EW& | Find | @l @ First (4) 10f1 (» Last

Amounis Controls Changes Conversion || [F==H .“"' .“

f) A p p I y FT E *Rate Code Seq Converted Comp Rate Currency Frequency ﬁ"‘ “'h. Apply FTE
iy
1 | NAANNL Q 0 5,261.000000 USD Monthly [#] [=]
Calculate Compensation
Useful Query: HIP_TL_FTE_UNDER_1_NOT_APPLIED
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HIl Exec Job

Currently not utilized for payroll, time, or leave.

State of Hawaii Internal Use Only — Not for Public Distribution
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Job Earnings
Distribution

Base Earnings

a) Earnings
Distribution Type

b)  Earnings Code

c) Percent of
Distribution/

Compensation Rate

d) Combination Code

Non Base Earnings
e) Earnings Code

f) Percent of
Distribution

g) Combination Code

Work Location Job Information Job Labor Payroll Salary Plan

Employee
Earnings Distribution Type (%
Effective Date 10/01/2022
Effective Sequence 0
HR Status Active
Payroll Status Active

Compensation Rate 52610000005

Standard Hours 40.00
e *Earnings Distribution T:,rpe| By Percent

Vlv‘,

»

Base Earnings Distribution (7 \I
!
/

o *Earnings Code |B

Percent of Distribution 100.000 ’
i I

Q Regqular

= = Compensation Rate

Earnings Chartfields (7

Compensation Hi Exec Job Job Earnings Distribution

Empl ID
Empl Record 0

Find First (4 10f1 (p) Last
i GoToRow |
Action Pay Rate Change
Reason MewSalarySchedule
Job Indicator Primary Job
Current ]

Work Period Weekly

Compensation Frequency Monthly

o Combination Code 000211523 e e e o - ———— = = = (it ChartFields

Non-Base Earnings Distribution

°*Eamings Code Q

Earnings Chartfields

o Percent of Distribution
g Combination Code

The Department Payroll User may also edit this tab

State of Hawaii Internal Use Only — Not for Public Distribution

Find First (4) 10of1 (k. Last
(=
Find First (40 10f1 () Last
[+ [=]
Find First (4 1of1 (k) Last
(=]
'*------—_-'-------EditChEﬂFiEMS
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Job Earnings Distribution - Continued

Compensation Rate 6,271.00000053]
Standard Hours 40.00

*Earnings Distribution Type | By Amount v ] I

Base Earnings Distribution (72

Current D
Work Period Weekly

Compensation Frequency Monthly

Find First ‘4 1-20f2 » Last

*Earnings Code B Q Regular [+ [=]
Percent of Distribution
Compensation Rate 5600.000000
Earnings Chartfields 2
| Combination Code 565202 | Edit ChartFields
- i + ,—7
Earnings Code SD | Q gnortage Differential #H=
Percent of Distribution
Compensation Rate 671.000000
Earnings Chartfields (2
Combination Code 565202 Edit ChartFields
N
Pay Components (7 Personalize | Find | L
Amounts | Controls || Changes || Conversion |
*Rate Code Seq Comp Rate Currency Frequency Percent
1 [MAANNL Q 0 67,200.000000[5F [USD Q, (A Q)
2 [sD Q 0 671.000000 57 [USD Q, (M Q)

Calculate Compensation

State of Hawaii Internal Use Only — Not for Public Distribution

https://ags.hawaii.go

v/hip/files/2021/07/
Time-and-Leave-HR-
Concepts.pdf

11/21/2022

22


https://ags.hawaii.gov/hip/files/2021/07/Time-and-Leave-HR-Concepts.pdf

E m p I Oym e nt Employment Information || Hi Exec.ob || Job Earnings Distribution
J—___ Empl ID
Data Employee Empl Record 0

Organizational Instance (7

3 ) TI m e Organizational Instance Rcd 0 Hire Date 03/03(1977 [l override
Rehire Date First Start Date 03/03/1977

Re po rte r Data Termination Date . Years Months  Days

Org Instance Service Date 0 0 0

Organizational Assignment Data (2

Instance Record

Years Months Dayrsa
HomelHost Classification Home Years Months  Days iTime Reporter Data;
State Employment Date | 03/03/11977 |5 L) 0 0 0
Benefits Service Date 03/03M1977 [ override ":J 45 3 4
Job Data | Employment Data | Benefits Program Participation
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E m p I oyment Time and Labor Data
Data B Empl ID Empl Record 0

Time Reporter Data Find | View All First (4) 10of1 (¢ Last
*Effective Date [P5/15/2020 |5 "% *Status [Active v| [+ [=]
=T - Payroll
. Time Reporter Type | Elapsed Time Reporier v | y
a) TI me Reporter . 8 send Time to Payroll
Elapsed Time Template | SOH_EXDFLT |Q Excepfion Hourly Default
E 3 i
Data Punch Time Template Q Commitment Accounting
Time Period 1D | HISEMIMONTH ) i
N _ ime Perio R HI Semi Monthly For Taskgroup
Users Wlth “Workgroup BUDSEX QA Ex Hourly/Salaried BU 03 For Department
rr
I Taskgroup |PSNONTASK |q @
T| mekee per Ca n Mon Task Taskgroup
Task Profile ID 3
access this page via TCD Group a
. Restriction Profile ID L
Time and Labor >
Rule Element 1 QL
Enroll Time Rule Element 2 Q
. . Rule Element 3 3
Reporters > Maintain fule Element 4 a
Time Reporter Data Rule Element Q
Time Zone |HST oL

Hawaiian Time
Additional details about this page may be found on the HR concepts pg. 25.
https://ags.hawaii.gov/hip/files/2021/07/Time-and-Leave-HR-Concepts.pdf
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https://ags.hawaii.gov/hip/files/2021/07/Time-and-Leave-HR-Concepts.pdf

Benefits
Program
Participation

a) Benefits
System

b) Effective Date

c¢) Benefit
Program

State of Hawaii Internal Use Only — Not for Public Distribution

Benefit Program Participation Hi Exec Job
Employee
Benefit Status (7

*

Benefit Record Number |0 +

Effective Date 10/01/2022
Effective Sequence 0
HR Status Active
Payroll Status Active

Job Earnings Distribution

Empl ID
Empl Record 0

Find First (4 10f1 (b Last

° *Benefits System| Base Benefits

Annual Benefits Base Rate
Benefits Administration Eligibility (¢

BAS Group ID

Elig Fid 1

Elig Fid 4

Elig Fid 7

Benefit Program Participation Details (2

o*Eﬂective Date 03/03/1977 |}

o *Benefit Program PSX

Joh Data Employment Data

| Go To Row |
Action Pay Rate Change
Reason MNewSalarySchedule
Job Indicator Primary Job
Current m
v| Benefits Employee Status Active
Husp

Elig Fid 2 Elig Fid 3
Elig Fld 5 Elig Fid &
Elig Fid 28 Elig Fid 9

Find | View All First (4) 10f1 (b Last
Currency Code USD E|
Sys delivered empty Ben Pam

Benefits Program Participation
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MAHALO FOR YOUR TIME!
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